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Indian Standard 

PROOF CORRECTIONS FOR 

PRINTERS AND AUTHORS 

0. FOREWORD 

0.1 This Indian Standard was adopted by the Indian Standards Institu- 
tion on 12 July 1958, after the draft finalized by the Documentation Sec- 
tional Committee had been approved by the Executive Committee 

0.2 This staiMiiid has been prepared with a view to assisting authors and 
printers to follow a uniform system in correcting proofs by the use of 
symbols that are easily recognizable 

0.3 Taking into consideration the views of printers and authors in the 
country, the Sectional Conmiittee responsible for the preparation of this 
standard felt that, as far as consistent with t>iir present day needs, the 
standard should be related to the practice followed at present in the country 
in this field. Due consideration has also been given ta the need for inter- 
national co-ordination among standards prevailing in different countries 
of the world using the Roman script. These considerations led the Com- 
mittee to derive assistance horn the following standards and publications : 

NBN 288 ^ ,, 

- — focT— Proof Cokkection Signs for Manuscripts of Type- 
written Texts. Institut Beige de Normalisation. 

Ranganathan, S. R. Social Bibliography or Physical Biblio- 
graphy FOR Librarians. Delhi. University of Delhi, 1952 (p. 265 ). 

B.S. 1219 : 194b Printers' and Authors' Proof Corrections. 
British Standards Institiilion. 

0.3,1 As proof correction work in India has so far followed the British 
practice^ a number of symbols being used in this work consist of English 
terms, such as ' stet ', ' Irs ', ' see copy ', ' insert rule ', * rule ', ' small type *, 
etc. With widespread increase in literacy in the country, there is a consider- 
able increase in reading material, especially in Indian languages. Need has, 
therefore, arisen to have standard |)roof correction symbols which could be 
used uniformly throughout the country by all the presses wViether dealing 
with pubhcations in the Kuglisli language or in the various Indian lan- 
guages. Accordingly, linguistic symbols, including those mentioned 
above, have been replaced in- this standard by non-linguistic symbols. 

0.3.2 The elimination of linguistic symbols ir this standard paves the 
way for world-wide co-ordination of proof teading practice which would 
be apphcable to all language groups. 

0.4 It is necessary to distinguish between proof correction work and intro- 
duction of editorial changes in the proofs. In the interest of expeditious 
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and economical production, it is essential that the latter should be reduced 
to the minimum. It is also important that errors at the composing stage 
should not be attributable to defects in the manuscript. With this end in 
view, reconrrmendatkrtis to be followed in the preparation of the copy for 
the printer have been included at Appendix A. 

0.5 The use of this standard requires reference to the latest version of 
*IS : 12-1958 Guide for Drafting Indian Standards {Revised ). 



1. SCOPE 

1.1 This standard prescribes two sets of symbols to be used in correcting 
proofs, one in the margin and the other at the place in the text where the 
correction is to be made. It also includes some recommendations for pre- 
paration of copy for the printer. 

2. SYMBOLS 

2.1 Symbols in proof corrections, both in the margin and in the text, shall 
be used as specified and illustrated in Table I. 

Note — For convenience of reference, the proof correction symbols arc 
grouped under the following successive headings: 

A. General B. Punctuation C. Spacing 

D. Alignment E. Type 

3. CORRECTIONS 

3.i Ail corrections shall be given only in the margin. 

3.1.1 The correction in the margin shall be given opposite to the line 
to which it belongs. 

3.1.2 If a correction cannot be accommodated opposite to the line in 
the margin, and has, therefore, to be given elsevT'here, the line to Vw^hich it 
belongs should be indicated. 

3.1.3 In the text, appropriate symbol shall be used to indicate the place 
of correction. 

3.2 When two or more corrections occur in one line, the corrections may 
be suitably divided between the left and right margins, the sequence being 
always from left to right, irrespective of the margin in which they appear. 

3.3 Author's Corrections — Author's corrections should be avoided as 
far as possible. 

3.3.1 Where author *s corrections are indispensable, they shall be made in 
such a way that a minimum amount of extra work at the press is involved. 

Note — In making these corrections, where it is necessary to add a word, attempt 
should be made to delete a word or words of about the same number of letters 
nearby ; if a word is to be deleted, a word of about the same length may be added. 
Similarly, if a line is to be added, a line may be knocked out, even if it is a line 
of only one word. If these suggestions are acted upon, they will help avoid whole 
paragraph (s) having to be reset. 



Second revision in l%4. 
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4. CHECKING 

4.1 The proof corrections carried out by the press may be verified in the 
printed copy, correction by correction, as indicated in the margins of the 
corrected proofs. 

4.2 In the case of matter composed by linotype, the whole Hne in which 
a correction has been made shall be checked. 

Note — In linotype composition, even a single correction requires the resetting 
of the entire line. 

4.3 In the case of insertions and deletions, since it is possible that a 
number of composed lines or even a whole paragraph may be affected, 
care should be taken to determine the affected lines or paragraph, and to 
check the entire affected matter afresh. 

Note — This will eliminate the possibility of new errors creeping in as a result 
of remaking of composed matter. 

APPENDIX A 

( Clause 0,4 ) 

RECOMMENDATIONS FOR THE PREPARATION OF COPY 

FOR THE PRINTER 

A-1. MANUSCRIPT 

A-1.1 The manuscript should be type-written on one side of paper in 

double spacing. In unavoidable circumstances, it may be written out, 

but in a perfectly legible hand and on one side of paper only. 

A'-1.2 The manuscript should be made up of sheets of uniform size, leaving 

a margin of not less than 3 cm on the left-hand side. 

A- 1.3 The pages should be numbered consecutively, and fastened securely 

together at the left-hand top corner. 

A-1. 4 If, after the sheets have been numbered, it becomes necessary to 

delete a passage extending over a whole sheet of manuscript, the passage 

should be clearly marked through and the sheet left in place. 

A- 1.5 The manuscript should be carefully revised, and all corrections in 

the copy should be made, not in the margin, but in the text, in ink, 

scoring out all rejected matter. If, as a result of revision, extensive 

alterations have to be made, the paragraphs or pages concerned should 

be re-typed and checked again. The manuscript as sent to the printer 

should represent the final version of the text. 

Note — The time to consider alterations is before sending manuscript to press 
and not at the time of proof reading. Many authors subject their typescripts 
before sending them to press lo two entirely different kinds of checking 
operations — one to read, re-read, and, if necessary, amend until satisfied that the 
meaning has been conveyed as they wish it to be, and the second to eliminate any 
inconsistency in style, punctuation, capitalization or spelling. 
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A- 1.5.1 Notwithstanding A-1,5, when a printed copy is sent to the 
pro£S as original, the corrections may be made in the margin, the margin 
being extended by pasting strips of paper on to it 

A-2. MATERIAL OTHER THAN RUNNING MATTER 

A-2.1 Each diagram, illustration, map and table, except informal table 
( see *1S: 12-1958 ), should be on separate sheet. 

N'>TK — The processes available for reproduction of diagrams, illustrations, 
iii<i)>h. etc, Avr so varied that the author would be well advised to consult his pub- 
lisher or printer on this matter. 

A-3. FOOTNOTES 

A-3,1 Footnotes should be avoided as far as possible. When used, they 
should not be placed at the foot of the sheet, but immediately under the 
line to which they refer. The footnote should be separated from the text 
by two horizontal lines drawn across the sheet, one above and the other 
below the footnote. \n addition, to meet the convenience of printers and 
to save time in seeing the manuscript through the press, all tlie footnotes 
should be copied out on separate sheets in the same sequence as in the 
manuscript and with appropriate references to their positions in the text. 

A-4. TYPE 

A-4.0 Unless overall instructions for the use of ditferent kinds of type 
have been given to the press, authors may be well advised to indicate the 
kind of type required in different places in the manuscript in accordance 
with the following suggestions. 

A-4.1 Words to De printed in capitals should be underlined by three lines, 
and in small capitals by two lines. Words in italics should be underlined 
by single line and in bold type by a wavy line. Words and word-groups 
to be printed in caps and small caps .should be encircled, and the appro- 
priate symbols given against them in the margin. 

A-4.2 Matter to be printed in small type should be indicated by a vertical 
line in the margin by the side of the matter with the appropriate symbol 
iruen in the margin. 

A-4.3 Beginning of new paragraphs and indenting should be clearly in- 
dic.'ited by the use of the appropriate sypnbols specified in Table I. 

A-4.4 Any special requirements as to the arrangement of tlie setting 
sho\iUl jje written in the margin headed ' Note to Printer '. 

A-5. REFERENCES 

A-5,1 All references to published articles, books, etc, shall be tjiven 
acrordmg to t he style laid down in*lS : 12-1958. 

* Second revision in 1964. 
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TABLE I PROOF CORRECTION SYMBOLS 

( Ctauses 2.t 



(4) 



St 
No. 


Proof Correction Symbol 


yiKA 




la the Text In the Margin 




(«i 


(2) <31 

A. GENERAL 


1 


1 


— through the word /preceded by 
to be altered word to be sub- 
stituted 


Substitute word 


2 


/through the letter /preceded by 
to be altered letter to be sub- 
stituted 


Sub*titute letter 



3 /through the letter 

or — through the 
word to be deleted 

4 /s^itx required position 



■f 



Delete 



^preceded by Insert new matter 
matter to be in- 
serted 



under letters or 

words to remain 




Leave as printed 


Encircle letters to be 
inverted 


9 


Invert type 


Encircle letters to be 
altered 


X 


Replace broken letter 


L— n between letters 
or words 


un 


Transpose the order of letters or 
words 


Encircle words or fig- 
ures to be spelt out 
in full 


€^ 


The abbreviation or figure to be 
spelt out in full 



, in required position 



O 



Insert omitted portion of copy 

Note — The relevant section of 
the copy should be returned with 
the proof, the omitted portion 
being clearly indicated. 
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AND EXAMPLES ILLUSTRATING THEIR USB 

and A-4.3 ) 

Examples of Proof Correction Work 



Text as Marked for Correction 
A. GENERAL 



Text as Corrected 
(6) 



jUJUBScf This is the fofomoot example in This is the first example in this 

^ I this table. table. 

/The press proofs of these documents The press proofs of these documents 

have been received and corrected. have been received and corrected. 

of of This letter^ should -»©t- be deleted. This letter should be deleted. 



'/ 



-n h^jT^ 



/This is an example for insertion 
of/matter. 



A wrong correction is put right by 
placing -^otah under the word which 
has beeii 'incorrectly struck through. 

An iQirerted type is encircled so that 
it may be inverted back to its correct 
position. 

Broken letters are encircled, and 
\ the relevant sjfti given in the mar- 
gin. 

Letters or words out of order are 
^cjplcated by a tran s p tf Ung sign, 
> r' ^ which shows ^ correct! thef sequence. 



/ 



(O) 



Figures ajid abbreviations, such as 
^00)and^c^, which require to be 
spelt out m full are encircled. 



The modern form of the book was 
originally called/ because of the 
blocks of wood which were used as 
their protecting covers. 



This is an example for insertion 
of new matter. 



A wrong correction is put right by 
placing dots under the word which 
has been incorrectly struck through. 

An inverted type is encircled so 
that it may be inverted back to 
its correct position. 

Broken letters are encircled, and 
the relevant sign given in the mar- 
gin. 

Letters or words out of order are 
indicated by a transposing sign, 
which shows the correct sequence. 

Figures and abbreviations, such as 
hundred and October, which re- 
quire to be spelt out in full are 
encircled. 

The modern form of the book was 
originally called ' Codex '. It was 
so called because of the blocks 
of wood which were used as their 
protecting covers. 
~ ( Contd ) 
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No, 



TABLE I PROOF CORRECTION SYMBOLS 

Proof Correction Symbol Meaning 



In the Text In the Margin 

(1) (2) (3) 

A. GENERAL — CowW 



(4) 



11 Encircle wprds, lines, etc, 
afiected 



© 



Refer to appropriate authority 
the encircled item, the accuracy oi 
suitability of which is doubted. 



12 No symbol in the text 



/ 



Symbol to separate different cor- 
rections in the same line in the 
margin 



13 A>" r- 



B. PUNCTUATION 



in required position 



O/ 



Insert full stop 



14 A i" required position 

15* J^in required position 

16 A i^ require<l position 

17 A *" required position 

18 A i" required position 

19 A ^^ required position 



Note — The correction symbol for insertion to be used 
correction symbol in the text and in the margin shall 



>x 


Insert comma 


0/ 


Insert colon 


;X 


Insert semicolon 


?X 


Insert interrogation mark 


!/ 


Insert exclamation mark 


ic 


Insert apostropue 
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AND EXAMPLES ILLUSTRATING THEIR USE — Contd 

Examples of Proof Correction Work 



@ 



L-n 



li 



Text as Marked lor Correction 
(5) 
A. GENERAL — Contd 



Text as Corrected 

(6) 



You will read more words permiuute 

with more comprehension when you 

enlarg e your span of recognition, 

f^iacreasD your fixations and reduce 



regressions. 



Indyi|i Stan*dards are prepariefd to 
meet specinc needs. 



You Villi read more words per 
minute with more comprehension 
when you enlarge your span of 
recognition, decrease your fixa- 
tions and reduce regressions. 

Indian Standards are preparad to 
meet specific needs. 



B. PUNCTUATION 



A anaa: 



The vast majority of sentences are 
statements made about a subject, 
and a full stop is then the appropriate 



The vast majority of sentences are 
statements made about a subject, 
and a full stop is then the appro- 
priate stop. 



in the text and in the margin is / 
be / instead of / . 



In case of substitution the 



©X 

?k 

.'X 



This Indian Standard covers a sub- . 
ject of vital interest to authors^ 
printers and publishers. 

Be strong and of good courage/be 
not afraid, neither dismayed. 

Wisdom is the principal thing)^ 
therefore get wisdom: and with all 
thy getting, get understanding. 

Which sentences should end with 
an interrogation mark/ 

Ah A you missed to introduce the 
exclamation mark. 



It is in the authoi 
acquainted with j 
symbols. 



5 interest to be 
I roof correction 



This Indian Standard covers a sub- 
ject of vital interest to authors, 
printers and publishers. 

Be strong and of good courage; 
be not afraid, neither dismayed. 

VVisdom is the principal thing; 
therefore get wisdom: and with all 
thy getting, get understanding. 

Which sentences should end with 
an interrogation mark ? 

Ah ! you missed to introduce the 
exclamation mark. 

It is in the author's interest to be 
acquainted with pro9( correction 
symbols. 

_1 { Contd) 
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Sl 
No. 



(1) 

20 
21 



TABLE !• PROOF CORRECTION SYMBOLS 

Proof Correction Symbol Meaning 



(4) 



In the Text In the Margin 

(2) (3) 

B. PUNCTUATION— C<m«d 

/ in required position yf O^ ^ Insert single quotation mark 

I in required position k CV^ A Insert double quotation mark 



22 /in required position 



OX 



Insert a 3-dot leader 



23 /in required position 



Insert ellipsis 



24 

25 
26 
27 
28 

29 

30 



Insert slant stroke 



/in required position (i/y( 

/in required position C/^**]/ insert square bracket 

/ in required position "f / ®»* }/ Insert crooked bracket 

y^in required position ^L ^ M ^"^*^^ parenthesis 

/in required position /— / Insert hyphen 

M 



/ in required position 
/ iu required position 



Insert half em rule 
Insert one em rule 



10 
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AND EXAMPLES ILLUSTRATING THEIR VSE — Contd 
Examples op Proof Correctiom Work 



Text as Marked for Correction 

(5) 



Text as Corrected 






B. PUNCTUATION — Cc»«^ 



A ^(printer's devil /^ sometirtlcs sar- 
priscs even the best o£ workers. 

It is said, /prevention is better 
than curcy^. 



A ' printer's devil ' sometimes sur- 
prises even the best of workers. 

It is said, " Prevention is better 
than cure " 



CONTENTS 



Page 



CONTENTS 



Page 



€5/ 



■X 



Commonwealth Conference 
Meets in New Delhi 55 

Extracts from Report of Com- 
monwealth Conferenccy^ 60 

The Chairman said, " The respon- 
sibility of the Committee is likely 
to grow with the future meetings 
we are going to ha.vel We have, 
oJ course, besides the Certification 
Marks Scheme of ISI, already 
a nunrber oi quality marking 
schemes organized by State Go- 
vernments", 



Common wealth Conference 
Meets in New Delhi 55 

Extracts from Report ol Com- 
monwealth Conference ... 60 

The Chairman said, " The respon* 
sibility of the Committee is likely 
to grow with the future meetings 
wc are going to have . . . We have, 
of course, besides the Certification 
Marks Scheme of ISI. already 
a number of quality marking 
schemes organized by State Go- 
vernments", 



Please refer to your letter No. Please refer to your letter Mo. 
Pub-Doc/ 57. dated 18 June 1957- Pub-Doc/S7, dated 18 June 1^57. 



Simplify; 



Simplify: 

[2x5-Sx*~x {2x<-4x(2x«-f 3)}] 



Please insert hyphen in the word Please insert hyphen in the word 



make-up '. 



/-/ ' makeVup '. 

' For general proof correction sym- For general proof correction sym- 

j-=-i/ bols, see items 1/12. bo!s, see items 1-12. 

HH / I taught him a lesson/a good lesson. I taught him a lesson — a good 

lesson. 

( Contd ) 
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TABLE I PROOF CORRECTION SYMBOLS 



Si. 

No. r- 



Proof Correction Symbol 



In the Text In the Margin 

(1) (2) (3) 

B> PUNCTUATION ~Con/J 



Meaning 



(4) 



31 ^ in required position 



Insert two em rule 



32 



under words aflfrrted 



O 



Underline word or words 



33 


Draw a line where 
required 


00 


Insert a line 


34 


^m required position 


^ 


Insert superior figure 1 


35 


Encircle letters or figures 
to be altered 


7 


Substitute superior figurej 


36 


f\ in required position 


^ 


Insert inferior figure "j 


37 


Encircle letters or figures 
to be altered 


C. SPACING 


Substitute inferior figure J 


38 


/ in required position 


#x 


Insert space 


39 


/ across letter or sign 
to be deleted 


<Sj4l: 


Delete and leave space 


40 


^ between words 


<& 


Make space equal 


41 


I. between words 


#< 


Reduce sp-ice between worr' 


42 


^^ Unking letters 


9 


Close up; delete space hetween 
letters 



12 
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AND EXAMPLES ILLUSTRATING THEIR USE — Conid 

Examples of Proof Correction Worx 

r- ■■ — ■ ■ • ■^ — 

Text as Marked for Correction Text as Corrected 

(5) (6) 

B. PUNXiTUATION— Con/rf 



Note — The style in this case is the same as in 29 and 30, except for the symbol 
to be given in the margin. 



O A rule is inserted under words to 

be underlined. 



PRESIDENT'S ADDRESS* 



A rule is inserted under words to 
be underlined. 

PRESIDENT'S ADDRESS* 



♦Delivered at ISI Headquarters *Delivered at ISI Headquarters 



on 28 March 1957. 



on 28 March 1957. 



Every school boy has to remem- Every school boy has to remcm- 

^ ber the identities: ber the identities: 

2 vf (a + b/ » a* + b« 4- 2ab (a + b)* * a« + b« + 2ab 

^ {a - bj®=- a« + b» - 2ab (a - b)» « a« H- b» - 2ab 

. , f The chemical formula forwater is The chemical formula for water is 

-*=sh -cv >5V H/O. Sulphuric acid (I^Cft is H,0. Sulphuric aod (H5SO4) is 

2 2, A an important chemical for many an impHortant chemical for many 

industries. industries. 






4P< 
7 



C. SPACING 

Space requirecin the text is indi- 
cated by sign given in the margin. 

Complete changej^ver to metric 
system is expected to be achieved 
within ten years. 

When [space tbetweentwordslisjun- 
equal, the correction is indicated as 
shown here. 

To \^ reduce \^ space between words, 
the sign (#<) is used in the margin. 

Vn wanted space is irritating. 



Space required in the text is indi- 
cated by sign given in the margin. 

Complete change over to metric 
system is expected to be achieved 
within ten years. 

When space between words is 
unequal, the correction is indicat- 
ed as shown here. 

To reduce space between words, 
the sign \0<) is used m the margin. 

Unwanted space is irritating. 

( Ccmtd ) 



13 



IS: 1250- 1958 



St 
No. 



(i) 

43 

44 

45 
46 
47 

48 



TABL£ I FROOf- CORRECTION SYMBOLS 

Proof Correctiom Symboi. Mbaking 



(4) 



/ 



In the Text In the Margin 

(2) (3) 

C. SPACING — C<m« 

Space and close up" 



where space is requir- 
ed and >^ on 
letters to be linked 



^on letters to be 

linked and / where 
space is required 

/across letters to be 
^-' taken out 



*y 



7 



# 



s. 



Close up and space 



Delete and close up 



; enclosing letters to ^^ enclosing !iga- Use ligature ( eg. ft ) instead of 
be altered ture required separate letters 



1, enclosing letters to 
be altered 



A rule between lines 



I enclosing diph- Use diphthong (e.g. oe) instead of 
thong required separate letters 



#> 



Increase space between lines or 
paragraphs 



49 



Encircle space affected 



Push down space 



SO 



D. ALIGNMENT 



on either side of the 
affected lines, as the 
need may be 



Correct vertical alignment 



51 """' through lines to be 

straightened 

52 T over lines to be raised 



Straighten lines 
jRaise lines 
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IS : 1250 - 1958 



AND EXAMPLES ILLUSTRATING THEIR VSE — Contd 
Examples of Proof Corrbction Work 



Text as Marked for Correction 

(5) 
a SPACING — C(mW 



Text as Corrected 
(6) 



abt ^ The typeface of the entry element The type face of the entry clement 
f^ qf^ f in the nsSne of each person shaQfcw in the name of each person shall be 

^7 the most dominant. \ the most dominant. 



"7 






#> 



Sir, I have found you an argu- 
ment; birfl I am not obliged to 
find youith understanding. 

Ligature ^hould be used in a 
^^ord like ^o.t. 

It requires great skill to man^uvre 
a car into a garage from . a narrow 
street. 

Space is introduced between lines 
or paragraphs, if the proofs are cor- 
rected like this. 



The qu 
up herej 



space, which has come 
ill be pushed down. 



Sir, I have found you an argu- 
ment; but I am not obliged to 
find you an understanding. 



Ligature should 
word like flat. 



be used in a 



It requires great skill to manoeuvre 
a car into a garage from a narrow 
street. 

Space is introduced between lines 
or paragraphs, if the proofs are cor- 
rected like this. 

The quad space, which has come 
up here:, will be pushed down 



D. ALIGNMENT 



When the lines are not vertically 

aligned, two vertical lines are 

marked in the proof on the affected 

side of these lines, as shown in the 

1 example. 

Two parallel lines, are put through 
the lines whjch are not straight. 

When lines are to be raised up, the 
fact is indicated by the sign as 
givfen in the margin. 



When the lines are not vertically 
aligned, two vertical lines are 
marked in the proof on the affected 
side of these lines, as shown in the 
example. 

Two parallel lines are put through 
the lines which are not straight. 

When lines are to be raised up, the 
fact is indicated by the sign as 
given in the margin. 

(Contd ) 



15 



IS : 1250 - 1958 





TABLE I PROOF CORRECTION SYMBOLS 


Sl 
No. 


Proof Cobrbction Symbol Meaning 




In the Text In the Margin 


(1) 


<2) (3) (4) 




D. AhlOfiMEfiT — Contd 


53 -U 


_.J~aroiind the portion 1 f Raise up to show it separate from 
to be raised up existing matter 



54 JL under lines to be 
lowered 



Lower lines 



55 



, around the portion 
to be lowered down 



Lower down to show it separate 
irom existing matter 



56 \ / indicating position on \ / 

^ ' both sides ^ ' 



Place in centre of lines 



"< 



around matter to be 
indented 



-X 



Indent one em 



58 


h 


around matter to be 

indented 


"A 


Indent two ems 


59 


< 


at left side of group 
to be moved 


< 


Move lines to the right 


60 


> 


at right side of group 
to be moved 


> 


Move lines to the left 
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IS : 1250 - 19SS 



AND EXAMPLES ILLUSTRATING THEIR USE — Conid 

Examples of Proof Correction Work 



Text as Marked for Correction 
(5) 



Text as Corrected 
(6) 



D. ALIGNMENT — Co«*i 

where 
" 1whertf "A =» volume ia ml of 
standard potassium 
hydroxide solution. 



\/ 



n/ 



volume in ml of 
standard potassium 
hydroxide solution. 



When lines are to be lowered, the 

fact is indicated by the sign as 
given in the margin. 



ISI Bulletin ( Published Every 
Two Months) IRs 2 00 

Single Copy r~4 

Annual Subscription ... Rs6.00 



Please place the following address 
in order; 



\ Indian Music School, 
\ Sangeet Bhavan.^ 

\ New Delhi. 



The following is tha style of in- 
denting : 

(Tnuicate by the specific proof cor- 
jrection symbol that these lines are 
|to be indented by one era only. 



When lines are to be Towered, the 
fact is indicated by the sign as 
given in the margin. 

ISI Bulletin (Published Every 

LTwo Months) 
Single Copy Rs 200 

Annual Subscription Rs 6*00 

Please place the following address 
in order: 

Indian Music School, 

Sangeet Bhavan, 

New Delhi. 



The following is the style of in- 
denting : 

Indicate by the specific proof 
correction symbol that these 
lines are to be indented by one 
eni only. 



NcTS ->~ i he style in this case is the same as in 57 above, except for the symbol to 
be given in the margin. 

pVhen the lines are to be moved When the lines arc to be moved 
[to the right-hand side, it is indi- to the right-hand side, it is indi- 
jcated as in the margin. cated a^t in the margin- 






When the 
move 
side, 

as in the 



he lines are to beL 

<A to the left-hand) 

it is indicatedj 

ic margin. [""^ 



When the lines arc to be 
moved to the left-hand 
side. it is indicated 
as in the margin. 



( Contd ) 
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TABLE I PROOF CORRECTION SYMBOLS 


Sl 
No. 




Pftoop Correction Symbol 


Meaning 




*" 


In the Text I& the Margin 




(1) 




(2) (3) 


(4) 






D. ALIGNMENT 


— Contd 


61 


c 


in required position |_ 


Take letter or word from end o 
one line to the beginning of the 
following line 


62 


3 


in required position jj 


Take letter or word from begin- 
ning of a line to the end of the 
preceding line 



63 — ^~ before the first word 
of new paragraph 



Begin a new paragraph 



64 CT between the 
paragraphs 



^ 



Combine the paragraphs 



65 L J ** liniits of required [] J 

position 



Move portion of matter so that 
it comes within the position 
indicated 



66 ^Z under words or 

letters to be altered 



E. TYPE 



Change to capitals 



67 ^^ under words or 

letters to be altered 



Change to small capitals 



n 



IS : U50 - 1958 



AND EXAMPLES ILLUSTRATING THEIR VSE^Contd 



Examples of Proof Correction Work 



c 

3 



c^ 



Text as Marked for Correction 
(5) 
D. ALIGNMENT— Cowrrf 



Text as Corrected 
(6) . 



Please take over letter or word Please take over letter or word 
from end of this line to the (ne- from end of this line to the 
xt line of this example. next line of this example. 



Hease take back the letter or wo- 
rdjof the second line of this example 
to the first line. 

Use the symbol given in the margin 
to indicate th e be ginning of a new 
paragraph. .J'After dealing with two 
more symbols, we shall give proof 
correction symbols for the category 
' Type ' 



To be an effective user of your 
la nguafi[e. you must have facts^ 

Cvour haziest impressions and 
opinions have some relation to facts, 
even if they are incorrectly recol- 
lected or interpreted. 



Please take back the letter or word 
of the second line of this example 
to the first line. 

Use the symbol given in the 
margin to indicate the beginning 
of a new paragraph. 

After dealing with two more sym- 
bols, we shall give proof correction 
symbols for the category ' Type '. 

To be an effective user of your 
language, you must have facts. 
Your haziest impressions and 
opinions have some relation to 
facts, even if they are incorrectly 
recollected or interpreted. 



11 C 



MEMOS, ENGAGEMENTS buNE 1957 MEMOS, ENGAGEMENTS JUNE 1957 



e/e 



E. TYPE 

When an author places three lines 
under a word and puts down the 
appropriate symbol in the margin, 
the press knows that the author 
desires the word thus underlined to 
be printed in capitals. 

Words which are twice underlined 
are printed in Small Ca pitals . 



When an author places three lines 
under a word and puts down the 
appropriate symbol in the margin, 
the press knows that the author 
desires the word thus underlined 
to be printed in CAPITALS. 

Words which are twice underlined 
are printed in Small Capitals. 

( Contd > 
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TABLE I PROOF CORRECTION SYMBOLS 


Sl 

No. 


Proof Correction Symbol Meaning 




^ 






In the Text 


In the Margin 


(1) 


(2) 


(3) (4) 
E. TYPE — Cotifi 


63 


Encircle the wovd or 
word-group to be altered 


fes SZy Use capitals for initial Ictten* 
V — "^ and small capitals for the remain- 
ing letters 



69 Encircle letters to be 
altered 



70 "v--^^* under letters or 

words to be altered 



71 



under letters or words 
to be altered 



^) Change to lower case 

"*-'■•'— "^ Change to bold face 

Q^ Change to italics 



72 Encircle letters or words 
to be altered 



73 Encircle letters to be- 
changed 



® 



Change to roman type 



Wrong fount; replace by letters r 
correct fount 



74 Vertical line on the left 
along the text 

75 Vertical Una 6n the left 
along the text 






Change to smaller type 
Change to bigger type 
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IS : 1250 - 1958 



AND EXAMPLES ILLUSTRATING THEIR VSE^Contd 



Examples of Proof Correction Work 



e/e 



Text as Mp,rked (or Correction 

(S) 

E. TYPE — Co«W 

Please print the names of ail Com- 
mittee members including the Chair- 
man, Dr. S. R. Ranganathan, in 
capitals and small capitals. The 
Chairman's name will then read in 
the printed copy as 






DR. S. R. RANGANATHAN 



) 



LoweEJ^Aae types are indicated by 
encircting^e letters to be altered. 



Text as Corrected 
(6) 



Please print the names of all Com- 
mittee members including the 
Chairrnan, Dr. S. R. Ranganathan, 
in capitals and small capitals. The" 
Chairman's name will then read 
in the printed copy as 

Dr. S. R. Ranganathan 

Lower case types arc indicated by 
encircling the letters to be altered. 



® 



Bold types are indicated by put- 
ting a wavjr^ line under letters or 
words, too© altered. 

Short words make clear-cut, vivid, 
deep impressions. KiU is more clear- 
cut and vivid than assassinate , love 
more than affection and lighjT more 
than illumination. 

Words or le tters wh ich are to be 
changed to Qtoman) type are en- 
circled. 

Such letters or words as^ are set in 
■wrc^ fount arc to be encircled so 
that the compositor can replace 
them by letters of cjorrcct fount. 



Bold types are indicated by put- 
ting a wavy line under letters or 
words to be altered. 

Short words make clear-cut, vivid, 
deep impressions. KiU is more 
clear-cut and vivid than assassi- 
nate, love more than affection and 
light more than illuminaHon. 

Words or letters which are to be 
changed to Roman type are en- 
circled. 

Such letters or words as arc set in 
wrong fount are to be encircled 
so that the compositor can replace 
them by letters of correct fount. 






REFERENCES 

iVocEL, A. L. Practical Organic 
Chemistry, p. 1061. Longman 
I Green & Co., London. 1956. 



ZUTSHI, N. L. 
P.&E.O.R. Vol 
p. 88-91 (1956). 



A Sadgopal. 
47. No. 3, 



REFERENCES 

VoGtL, A. L. Practical Organic Chemistry, 
p. 1061. Longman Green & Co., London. 
1950. 

ZuTSHi. N.L. & Sadgopal. 
P.&E.O.R. Vol 47, No. 3. 
p. 88-91 (1956). 



21 



tCT j E K D ( A N STAN D AR D 9 I N3TITUTI O N 



Msnak BhavAh. <^ B^hadL/r Shdh Zafai Marg, N£W DELHI 11Cior]2 
TaJephone& f 3 31 01 31 r 3 31 13 76 Tolsgfame : Manah^^rh^tha 

( Common to glF Dffkea \ 

"W««t«Fh : Msnflkfllsy^. E9 M3DC. Marol, AmJhgri ( E»t K e 32 92 S5 

tEastern M/14 C, 1, T. Scheme VJi M, V. I P flofld. 
ManiktnJfl, CALCUTTA 700054 

NoFthflrn : SCO A/\b-^A^. Sector 3SC 

c:hanoigarh ifiooas 
Southern : C I. T, Campu4. MADRAS 60D113 




36 24 0a 

/a 18 43 J 

\;i 16 41:^111 

[41 24 421 " 
141 291 



i 



( 



2 63 48 



n 48 06 |i 



Branr/i Offices : 

Pushp^k,' Nufrnflham^d Shaikh Marg, Khanpur, 

AHMAI7AKAi) ySJOOOl 

'F' Blook. Urtlty BIdfl, NaraEimhQi&js Square, 

BAriK.iAi.OHi^ titi[ion^ 

Gangatrf Ccmplev, 5th FFoor, Bhadbhads Rojsd, T. T. Nagar, 6 27 1$ 

SHOi^Al 4eino3 
P!pt Nfl. 32/83^ Uwift Ro&d, 0HUBAMESHWAf* 751 002 
53/E W^rd No. 2Br FE. G. Baruo Ftoad, 

gth By^lane, GUWAHAH 781 Q03 
6-8 S6C L. N. Gupt^ Mdr^^ {NampaJI^ StatJon I^Ofld), 

HYDERAEtAri SMOnOI 
R1A riJdW6t*r Marg, C Schsm*, JAFPUH 302005 

T17/4TBB SflTUfirtflyji ^flgS^H KAHPLTR ^OHOOfi 





PniliDJTrA Indufiirlat Estate, PATNA 800013 
H^ntex BItJg { and Floor ), Rty Smton fioad, 
Tfll VAN DRUM 695001 
I fnsp»^itin Office < With SaTe Pofdt J: 

^^' Lr^illtution of En^int^n ( India > euMdin^. 1332 ShJvajt Magar, 5 24 3S 
PUN& 410006 

^Sj4«* Ofric4 )o Ci3c4jrit i* m e ChAwrinotitk Afiatatch. p. o. Princip 37 h m 




fliProdvc)|{J bv n^PrCiflrflDnV UrtJt^ till. K*vf Dclhl^ 




